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10‘What is the fUnctioﬁ'of the office in which this record series is created?

The Staff Services Division is responsible for personnel administration including recruitment
and disengagement of personnel and maintenance of personnel records. The division is further
responsible for accounting for funds, receiving and disbursing funds and budgeting for funds.
The division is further responsible for the procurement of supplies and equipment, their
issuance and maintenance. The division is further responsible’ for planning and providing

support to these operations including procedures writing, forms design, records management
and reproduction services. ' ‘ |

L1. Thig .file contains the foilowing documents (include form numbers and titles, if any,
and’file arrpgngement). ‘

Documents rélating to all areas of interest of the director. é,
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File is arranged alphabetically by subject. | o
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13. Is this the Record Copy Qf the series? k]

14, Is there a duplication of this series in another office or agency? . 5' ( ('] [®

' . f '
15. Is the information contained in this series ever summarlzed or published? i1 [x
Attach copy of summary or publication. : :
16. Does the seriés contain classified information requlrlng security handling? ['1 [=]
17. Does the series initiate, amend or terminate agency policies and procedures? [x [ 1
Division only

18. Could the function be performed if the files were lost or destroyed? [x] [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [=x=
20. Does the record series pfovide_data as input to an EDP file? [1 [«
21. Does the record series contain documentation produced -as EDP printout? {1 [x=
22. Has the Federal Government issued instructions governing the retention/dispo- [ ] [X]

sition of these files?

23. Will there be a need for these records 10, 15 years from now? If yes, what? [x] [ ]

Administrator's files have historical value.
2L. REQUIREMENTS. The following requires the files to be keptindefinite years:

a.[]STATE ©.[]STATUTE OF c.[]AUDIT d.[ JFEDERAL e.[)ADMINISTRATIVE f.[®HISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)
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